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JAI LER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This cl ass enconpasses positions in the |ine support section of
the police departnent. Enpl oyees of this class book prisoners,
oversee the daily operation of the jail, and conplete records
and wite required reports. Duties include supervision of
mai nt enance of the facility, supervision of daily operations
such as nmeals and laundry, and attention to medical needs of
inmates. Specific instructions are given for nost duties, but
enpl oyees have authority to work independently in certain
desi gnated areas. Jailers report to and have work revi ewed by
t he Assistant Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Perforns duties required for the booking of prisoners such as
searching prisoners, securing personal property of arrested
person, conpleting required records, taking photograph and
fingerprints of arrested person, placing prisoner injail cell;

Perfornms duties necessary to maintain prison security such as
touring jail to count prisoners and note any problens in the
facility, periodically inspecting equipnent, operating and
i nspecting security devices, maintaining safety precautions in
and around jail facility, perform ng shakedowns to di scover and
confiscate contraband; calling repair personnel or notifying
supervi sor when repair personnel are needed;

Mai ntains cleanliness in the jail facility by supervising
prisoners who perform nmai ntenance duti es;

Supervises trustees who serve food to prisoners and watches
groups of inmates during neals; supervises trustees who wash
di shes after neals;

Distributes clothing to inmates and supervises i nmates who do
| aundry;

Checks nmedical records to see if any prisoner needs medi cation
and adm ni sters nedi ci ne; calls physician or notifies supervisor
i's any prisoner appears to need nedical attention;

Screens visitors to the jail according to established policy;
inspects all packages and mail to inmates to confiscate
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contraband;

SuU 01-27-09



JLR page 3 of 2

Fills out forns and keeps records as required; writes any
reports required by the city such as reports on contraband
sei zed, reports on unusual incidents in the jail, etc.;

Supervises prisoners assigned to work outside the jail
facility; supervises prisoners in any activities taking place
out si de the cells;

Prevents or controls fighting between inmates;

Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherw se specified., all requirenents nust be net by the

filing deadline for application for adm ssi on to t he
exani nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exanm nation, the selection and
adm nistration of which will be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunmentation indicating, at a mninmum that the
appl i cant has nmet the mninum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.
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